
	TECHNICIAN INSPECTION DAY FIELD CHECKLIST
ABSF Pillar 1 – Field Operations SOP  –  JourneyToCEO.com
	Technician: ____________________
Date: _____ / _____ / 20_____
Van # / Route: _________________



 Instructions: Complete every section in order. This checklist is an accountability tool, your manager reviews it weekly as part of the ABSF KPI cadence. Missing steps are not optional.
	 
	▶  PHASE 1 — PRE-DEPARTURE (Complete before leaving the shop or home)

	☐
	Van inventory verified - all standard tools and parts are accounted for

	☐
	Dispatch schedule reviewed - all jobs for the day confirmed and understood

	☐
	Customer names, appliance types, and job notes reviewed for each appointment

	☐
	Parts for known jobs confirmed on-hand or on order - no surprises in the field

	☐
	Uniform and professional appearance check complete

	☐
	Van is clean and presentable (customer may see the vehicle)

	☐
	Service management system opened and synced (jobs visible and up to date)



	 
	▶  PHASE 2 — ON ARRIVAL (Every job, every time)

	☐
	Arrived on time or called customer in advance if running late

	☐
	Introduce yourself by name and company before entering the home

	☐
	Asked customer to describe the issue in their own words before inspecting

	☐
	Put on shoe covers before entering the home

	☐
	Confirmed appliance model number and located unit for diagnosis

	☐
	Took a photo of the appliance and work area before beginning



	
	▶  PHASE 3 — DIAGNOSIS & COMMUNICATION

	☐
	Performed systematic diagnostic — did not guess or replace parts without diagnosis

	☐
	Documented findings clearly in the service management system

	☐
	Explained diagnosis to customer in plain language before proceeding

	☐
	Provided written or verbal estimate with labor and parts breakdown

	☐
	Obtained customer authorization before any repair work began

	☐
	For warranty jobs: contacted warranty company for authorization before repair

	☐
	If parts needed: confirmed availability, sourced, and set customer expectation on timeline


 
	 
	▶  PHASE 4 — REPAIR EXECUTION & JOB CLOSE

	☐
	Repair completed per manufacturer specifications or diagnostic findings

	☐
	Appliance tested - confirmed working before leaving the home

	☐
	Work area cleaned - left the customer's home cleaner than you found it

	☐
	Invoice completed with accurate parts, labor, and job description

	☐
	Payment collected or billing process explained to customer

	☐
	Asked the customer if they have any other appliance issues before leaving

	☐
	Asked customer to leave a Google review - showed them how if needed

	☐
	Job status updated to COMPLETE in the service management system

	☐
	Took a photo of completed work and clean work area


 


	 
	▶  PHASE 5 — END OF DAY

	☐
	All jobs updated in service management system - no open statuses left pending

	☐
	Any unresolved issues flagged to dispatcher or manager before end of shift

	☐
	Parts needed for tomorrow identified and submitted to parts coordinator

	☐
	Van restocked with standard parts and supplies as needed

	☐
	Paperwork, receipts, and payments submitted per company procedure

	☐
	Van secured, doors locked, parked in designated location


 
FIELD NOTES / ISSUES TO REPORT:
 
 
 
 
 
 
	Technician Signature: _________________________________
	Manager Review: _________________________________
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